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Photographed at Peck & Peck, Fifth Avenue « Clothes by Peck & Peck 


there’s a new 


It's Beautyrite® that’s setting the trend in carbon copies 


copies that are dark, crisp, yet won't smudge under normal handling 


Remington Rand guarantees that Beautyrite Carbon Paper 


will give you almost as much satisfaction as a new hat 


So follow the style of the smartest secretaries with the carbon paper 
that gives intense copies, but still leaves your fingers clean 


Ask your boss to go Beautyrite. Both of you will read the difference 


DIVISION OF SPERRY RAND CORPORATION 


FOR SAMPLES, WRITE TO REMINGTON RAND, ROOM 2055, 315 FOURTH AVENUE, NEW YORK 10. 
































ELE CT: RI C J .the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That 
is why Panama-Beaver, leaders and pioneers in the development of 
highest quality carbon papers and inked ribbons for over half a 
century, have gone through years of research, taking advantage of their 
vast knowledge and selected skills to bring you “SELECTRIC.” This 
carbon paper has the cleanest finish ever, is easy to handle and gives you 
longer wear and service. “SELECTRIC” lets you erase without a trace! 

Panama-Beaver’s only business has been, is, and always will be to develop and MANIFOLD SUPPLIES CO. 
produce superior carbon papers and inked ribbons for all business machines. : 
Do yourself a favor—try “SELECTRIC.” 

Call your Panama-Beaver man, always a live wire! 


Brooklyn, New York 








NEW ROYTYPE VISI-COTE STENCIL... 
makes typing clear and easy to read ... gives sharper copies 


ig JUST what you need to take the eye-strain out 
of cutting stencils . . . it’s the new Roytype Visi-Cote 
Stencil. 


As you type on this remarkable duplicating stencil, 
your copy stands out so you can read it without squint- 
ing or holding it up to the light. Even makes proof- 
reading a pleasure. 


And you don’t need a cushion sheet on this plastic- 
coated stencil. The extra strong, custom-made base 
tissue helps you save time in making corrections. Means 
longer runs, too. What’s more, you can stylus signatures 


easily without using a special writing plate. 

If your boss is the one to convince, call your Roytype 
salesman and ask him to demonstrate the practical 
advantages of the new Roytype Visi-Cote Stencil. 
You'll save your eyes—and the boss’s time! 


R OYTYPE Visi-Cote Stencil 


Product of Royal McBee Corp., world’s largest manufacturer of typewriters 
. . quality supplies for all business machines. 
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LET’S PARTICIPATE 


J ust what makes NSA a great Association? Is it one 
single event? All events collectively? Well, yes, to some 
extent. But no matter how well an association is set up, 
without that certain something it will not succeed. 


That certain something is PARTICIPATION by the 
membership—whether it is on an international, national, 
division, or chapter level. Let us take this magazine, THE 
SECRETARY, for instance. What would it be without the 
participation of the entire membership—the activities of 
the chapter, the chapter reporters, the district reporters, 
the editors, the publishers—all participating in the plan- 
ning and production of what you now hold in your hand? 


Participation is the act of sharing something in common 
with others. Isn’t that a wonderful thought? Each one of 
us has something to share. If you really take it to heart, 
participation is the means by which you may secure unto 
yourself that pot-of-gold at the end of your own private 
NSA rainbow. Surely you will add many beautiful thoughts 
and experiences to your life, which will be like the colors 
of the rainbow, by taking part and sharing in the activities 
of NSA at whatever level you can. It broadens the horizon 
of your personal activities and can bring new life and 
energy and enthusiasm. 


Actually, participation is extremely important in a de- 
mocracy, in any democratic society. In many places you 
do not have an opportunity to take part in the affairs of 
groups. Therefore, we should make use of and guard 
the privilege of participation that is ours by taking part 
in all things which can add value and color to our lives 
and assure us freedom of action. NSA is a democratic 
Association where the voice of all members is sought 
through participation in all its projects. 


Participation is just as applicable in business as it is 
in our Association. One of the most outstanding personnel 
men in the field of industrial relations was recently asked 
what he considered to be the single most important 
necessary factor needed in employee relations today. His 
reply—“more participation.” He is absolutely right. Par- 
ticipation is needed in business to get the job done. And 
the same thing is true of NSA. Perhaps this is one place 
where WE CAN BE BETTER THAN WE ARE. It is 
the answer to further growth and happiness for each of us. 


You could have no other purpose in becoming a mem- 
ber of NSA than a desire to improve yourself in the 
secretarial profession. Mere membership, however, is not 
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the magic elixir. Only by participation can the benefits 
offered by NSA be obtained and by the degree of your 
participation is the value. The material is there for you 
to reach out and take. 


Therefore, let us better fulfill the purposes for which 
we are organized by participating to the fullest extent 
possible in the programs set up by the chapters, divisions, 
and the Association by attending meetings regularly, by 
becoming members of committees, by taking part in 
promoting educational and civic projects, by telling others 
about NSA, by securing new members and new chapters, 
by an exchange of ideas with others, by lending a help- 
ing hand—that by such participation we, as individual 
members, as chapters, and as an international organization, 
may be of better service to our employers, our com- 
munities, our country, and ourselves. 





CPS EXAMINATION 
DEADLINES 


DECEMBER 1 


Final date on which applications addressed 
to the Qualifications Committee will be ac- 
cepted. This affects all new applicants. 


FEBRUARY 1 


Final date for acceptance of retake fees. 


DEADLINE FOR NEW TAKE FEES 


Ten days after date of letter from Qual- 
ifications Committee chairman stating that 
the applicant has been accepted and is 
qualified to take the examination. 


FEBRUARY 20 
Final date for withdrawal from the exam- 
ination with refund. Later withdrawal will 
mean forfeiture of fees. 


MAY 4 AND 5 


CPS Examination. 
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* Exclusive Scale Edge prevents running | 3 
over. This uncoated numbered edge makes __ | 32 
carbon handling easier and cleaner too! = 
* Stays flat in extreme temperatures. Each | 34 
sheet smooth and flat for uniform han- = 
dling. ae 
ee — 
* Weights and finishes to fit your individual 20). 
. . 29 
typing requirements. aan 
At stationers everywhere 274A 
26M 
make it clear... you want 25E 
247 
WEBSTER DURAMETRIC 23R 
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CARBON PAPERS i. 
15 
Free Sample. Fill out the coupon and staple to 4 
your company letterhead. 13 
42. 
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|. F..S. WEBSTER CO. ~ 
| 9 Amherst Street, Cambridge, Massachusetts pe B 
| Gentlemen: Please send me a sample of Webster's 25 
| Durametric Carbon Paper. -2r 
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Dean Inez Ray Wells 


B, now you know about the new Cer- 
tified Professional Secretaries in your 
own NSA Chapter and in your 
city. To them we extend our sincere 
congratulations. 

Examinations were given in sixty-one 
centers and were written by 1,240 candi- 
dates. Of this number 678 took the 
examination for the first time, 525 re- 
peated one or more sections, and thirty- 
seven started over. To those who have 
not yet reached the goal, our best wishes 
for success in 1958. 

If you have not yet taken the ex- 
amination, application blanks may be 
secured from the Qualifications Com- 
mittee, National Secretaries Association, 
222 West 11th Street, Kansas City 5, 
Missouri. Send for your blank now so 
that you can get your application in well 
before the deadline, December 1, 1957. 

The NSA Board announces the fol- 
lowing changes have been made in the 
membership of the Institute for Certi- 
fying Secretaries since June. 

SECRETARIES. Marie Hulderson, 
Des Moines, Iowa, who has accepted a 
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three-year term, replaces Eunice E. 
Beimdiek, who died during the sum- 
mer. Marie is a graduate of the Aller- 
man, Iowa, high school and the Capital 
City Commercial College in Des Moines. 
She holds Standard and Pre-Standard 
Certificates awarded by the American 
Institute of Banking, attended the Vas- 
sar Institute for Women in Business in 
1956, and is currently enrolled in the 
School of Mortgage Banking at North- 
western University in Chicago, a three- 
year course which combines correspond- 
ence and attendance on the campus. 
Marie has served as treasurer, vice presi- 
dent, and president of the Hawkeye 
Chapter of NSA, of which she is a char- 
ter member. Among her Association and 
divisional committee assignments is the 
general chairmanship of the Regional 
Conference held in Des Moines in 
October. 


She has also been active in the Na- 
tional Secretaries Investment Club of 
Des Moines, the Des Moines Chapter of 





Marie Hulderson 


Hugh L. Wright 





Certified Professional Secretary 


the American Institute of Banking, the 
Des Moines Women’s Bowling Asso- 
ciation, the Women’s Department of 
the Chamber of Commerce, the National 
Association of Bank Women, and the 
Des Moines “Lady” Bankers Club. 


Marie started in the Transit Depart- 
ment of the Central National Bank and 
Trust Company of Des Moines in 1935 
and worked in practically every depart- 
ment until 1939, when she became sec- 
retary to the Vice President in charge 
of the Mortgage Loan Department. The 
first woman to become an officer of the 
bank, she was elected Assistant Cashier 
in January, 1957. 

Lois L. Wartman, who has accepted 
a one-year term, replaces Jane Klaus- 
man, who resigned. Although Lois is 
Assistant Credit Manager and Secre- 
tary to the Executive Vice President of 
the Daval Rubber Company in Provi- 
dence, Rhode Island, she considers Ver- 
mont her home state and has recently 
purchased a home there. She is a grad- 





Lois L. Wartman 
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uate of the Bellows Falls, Vermont, 
high school and of Bryant College’ in 
Providence, has received the Associate 
Award in Credit and Financial Manage- 
ment from the National Institute of 
Credit, and is now enrolled at North- 
eastern University in Boston as a grad- 
uate student in the field of finance. 


Lois was charter treasurer of the 
Providence Chapter of NSA, charter 
treasurer of the Rhode Island Division, 
chairman of the Northeastern Regional 
Conference held in Providence in 1954, 
a member of the Association Education 
Committee last year, and a candidate 
and finalist in the Secretary of the Year 
Contest in Chattanooga in 1955. 


A sports enthusiast, Lois is number 
two badminton player in Rhode Island 
and past president of the Rhode Island 
Badminton Association; past president 
of the Rhode Island Council of Amer- 
ican Youth Hostels; and treasurer of the 
Rhode Island Board of Women’s Bas- 
ketball Officials. 


She has a private pilot’s license, has 
participated in the International Wom- 
en’s Air Race and the All Women’s New 
England Air Race, and is treasurer of 
the Ninety-Nines, Inc. the women’s 


pilot organization. 


BUSINESS. Hugh L. Wright, Man- 
ager of Personnel of the Ramo-Wool- 
dridge Corporation in Los Angeles, who 
has accepted a two-year term, replaces 
Mr. Clayton La Vene. Mr. Wright re- 
ceived his bachelor’s degree from the 
University of California at Berkeley, 
his M.B.A. degree from Stanford Univer- 
sity and his L.L.B. degree from South- 
western University Law School. He 
served with distinction in the Air Force. 


Before accepting his present position, 
Mr. Wright was personnel manager of 
the Pabco Products, Inc., in Metuchen, 
New Jersey and of National Motor Bear- 
ing Company, Inc., in Redwood City, 
California. At Ramo-Wooldridge Cor- 
poration, Mr. Wright has staff responsi- 
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bility for development and coordination 
of personnel relations, retirement plan, 
group medicine and life insurance, non- 
technical recruiting, personnel services, 
medicinal and safety, social and recrea- 
tional activities, draft deferments, news- 
paper and legal aspects. He is a mem- 
ber of the California Bar and is on the 
Extension Staff of U.C.L.A. Mr. Wright 
is married and has two children. 


EDUCATION. George Wagoner, 
who has accepted a one-year appoint- 
ment after completing a _ three-year 
term, fills the vacancy created by the 
resignation of Miss Dorothea Chandler, 
who served as your dean during the past 
year. Mr. Wagoner, a professor in the 
College of Business Administration of 
the University of Tennessee, has been 
chairman of the Research Committee of 
the Institute and will continue working 
in that capacity. Much of the informa- 
tion about the examinations which has 
been given to you has been made pos- 
sible by the work of Mr. Wagoner. 





LETTERS from SANTA CLAUS 


are thrilling 
to. children. 
Send them 
to all the 
children you 
know. 










25 LETTERS 
ee gg OE gr nds. 
Go to <a gp very early it ustrate 
Mor fal n envelopes. 








Children nearly “pop” when these 
LETTERS arrive, and they read them or 
request them read until the LETTERS 
are worn to tatters. Mail any time 
after Dec. Ist. Packet of 6 designs — 
bright colors. Several may be mailed 
to one child. 





SHANNON PUBLISHING COMPANY 
920 Board of Trade Bidg., Kansas City 6, Mo. 
| enclose $... 
Please mail me packets at $1.00 
Name 

Street.......... 

City 

! State 
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1 e@ More legible copies 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 


For all its light weight, 
SEA FOAM has the strength and 
body to stand up in the file, 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to “ 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 


Dept. S-10 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 

















101 BIG PRIZES 
FIRST PRIZE 


Two-week, all-expense trip for two at 
one of these exciting vacation lands — 


HOLLYWOOD — You'll stay at the 
swank Beverly Hilton for two 
whole weeks . . . be spoiled by 
sparkling pool, superb service. Full 
VIP treatment awaits you at movie »% 
studios. You'll see “hits of ; 
tomorrow’”’ filmed . . - lunch in 
commissary with stars. You’ll meet 
Ozzie and Harriet of the Kodak ; 
TV show. Visit Disneyland, Malibu 
Beach, Romanoff’s, Coconut Grove 
—wherever your pleasure calls. 


MIAMI BEACH — Your home away 
from home for two whole weeks will 
be the fabulous Fontainebleau. 
You’ll soak up the sun. Swim in surf 
or pool. Laze ’neath the palms or in 








rivate cabana. Enjoy superb cuisine, 
reals in entertainment. Sight-see by 
car to Seminole Indian Village, 
by boat around Biscayne Bay. 
Anywhere you please! 


NEW YORK — Your address during 
two-week stay will be one of the 
proudest in the world—The 
Waldorf-Astoria. But you'll be 
everywhere: Touring Radio City; 
dining at ‘‘21’’; seeing “My Fair 
Lady”’; visiting the UN; gazing 
down from the Empire State Build- 
ing; being introduced on the Kodak- 
sponsored Ed Sullivan Show. 









Each winner’s boss 
gets a Brownie 
Starflex Outfit 


Kodak Pony 
OR Color Slide 
Outfit 


Choice of a 
Brownie 300 





And just how could 
& Kodak Verifax Copier 
help us, Miss Joneg ? 


REATHES there a secre- 
tary who wouldn’t be 
happier with less typing...or 
a boss who wouldn’t like to 
spend less time on paper work? 
A Kodak Verifax Copier, 
which makes 5 copies in 1 
minute for 214¢ each, turns 
these daydreams into reali- 
ties beyond all expectation. 
Imagine—answering half 
the mail without dictation 
and typing . . . doing away 
with those repetitive “I quote 
the customer” memos. 








Movie Outfit 





Your boss works this magic 


with the “‘Verifax pencil trick” 
used by thousands of execu- 








Girls...read before you write 


See how a Kodak Verifax Copier 
brightens each day 
for boss and secretary! 


tives. When a letter asks 
questions, he jots the answers 
in the margin, and you mail a 
Verifax copy as his reply. 
When a report refers to several 
departments, he jots again: 
“Tom: see this (paragraph)”; 
“Dick: check this”; “Harry: 
follow up on this.” A minute 
later you’ll have Verifax copies 
on their way. 

101 short cuts are pos- 
sible. Your boss will save 
ten minutes here, ten min- 
utes there. And you'll do 
even better! 





You'll keep your files in- 
tact ...mever run out of car- 


NOTHING TO BUY... SIMPLE RULES 


1. You must be employed as a 
secretary, stenographerortypist 
in the United States, or in its 
territories or possessions. ‘Girl 
Fridays” in “‘one-man”’ offices 
are eligible. 


2. Just answer the boss in your 
own words, 20 words or less. 
Verifax Copying need not be 
mentioned. 


3. Send in as many entries as 
you wish. Write plainly or print 
each entry on an official entry 
blank, such as the attached 
coupon or blanks obtained at 
Kodak Verifax dealers. (Check 
“yellow pages” under “photo- 
copying machines” or similar 
“‘photo” heading for addresses.) 
All entries must be postmarked 
no later than December 1, 195 as 
and received no later than 


December 10, 1957. 


4. Entries will be judged on 
originality, humor, and aptness 
of thought by the Reuben H. 
Donnelley Corp. Duplicate 
Prizes in case of ties. Judges’ 
decision final. Entries, contents, 
and ideas therein become the 
Property of Eastman Kodak 
Company for any and all pur- 
poses. No entries returned. All 
entries must be the original 
work of contestants and must 
be submitted in their own 
names. Employees of Eastman 
Kodak Company, its direct 
dealers, and its advertising 
agencies are ineligible. 


5. This contest is subject to all 
federal, state, and local regula- 
tions. Contest winners will be 
notified by mail. A complete 
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easy ‘tell the boss’ contest 


bons... never have to retype 
for extra copies. 


You’ll never type copies of 
incoming reports or magazine 
articles. “All day” retyping 
jobs can bedone in 20 minutes. 


You’ll never type copies of 
inquiries for salesmen. 


You'll never type copies of 
quotation forms which must 
be filled in and returned to 
the sender. And so it goes! 


Verifax Copying 
is completely different 


Does more. Makes 5 copies 
in 1 minuteon standard weight 
paper, card stock, or pre- 
printed office forms. (Copies 
made on front and back with 
equal ease.) Also makes mas- 
ters for use in whiteprint and 
offset machines in 1 minute. 
A snap to operate, no change 
in room lighting. 


list of winners will be mailed 
approximately eight weeks after 
close of contest to any person 
who requests it and sends a 
stamped, self-addressed enve- 
lope to Eastman Kodak Com- 
pany, Box 114, Mt. Vernon, 
New York. 


6. 100 runner-up prizes. Each 
runner-up winner can choose 
either of these prizes: 


(1) Kodak Pony Color Slide 
Outfit, which includes the ca- 
pable Kodak Pony Camera to 
make your slides . . . and the 
efficient Kodak 300 Projector 
with Readymatic Changer to 
show them. 


(2)Brownie 300 Movie Outfit, 
which includes the Brownie 
Movie Camera with f/2.3 lens 
and the Brownie 300 Mowie 
Projector with built-in preview 
screen. 


Costs less. You can get {7 
one of these Verifax Copiers 
—the Signet model—for $148. 
Actually less than the cost of 

an office typewriter! 


VERIFAX 
SIGNET 
COPIER ... only 


$148 







Misses nothing. Your Ver- 
ifax copies are photo-exact 
from letterhead to signature. 
All types of writing or print- 
ing—even purple duplicator 
inks—are copied as readily as 
typed data. And Verifax copies 
will last as long as originals. 






You should have plenty 
to tell the boss, now. Get 
your first answer off today on 
coupon below. Then pick up 
extra blanks at nearest Veri- 
fax dealer’s. (See ‘‘yellow 
pages” under “photocopying 
equipment.’’) Good luck on 
the prizes—they’re well worth 
shooting for! 








Price shown is manufacturer’s sug- 
gested price and subject to change 


without notice. ee a 


ee 


eeeeeewpeeseeseeeseeeeeeeeseeeeeeeeeseeeeeeseseeeeeeeeeeseeeeeeeeeeesd 


MAIL COUPON TODAY. Get extra blanks from your Verifax dealer. Contest closes Dec. 1, 1957. 


EASTMAN KODAK COMPANY, Box 115, Mt. Vernon 10, N. Y. 233-10 ae, 
tetea)) 
Ce 


et > 
AW 
vA 


Gentlemen: I’d tell my boss: ys 
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(answer in 20 words or less) 









Name 





I’m employed by. 





(name of Company) 


Company’s address 





(street) (city) (state) 


Boss’s name 
Please check. Does your office have a copying machine? YesO No O 


If so, what kind? 














Tips from the Telephone Company on 
HOW TO IMPROVE YOUR DICTION 


by Practice and Exercise 


P every girl who wishes she had 
a better telephone voice, here are 
some suggestions taken from “Tele- 
phone Personality Tips”, published by 
Southwestern Bell Telephone Co., and 
reprinted here with their permission. 





Daily Dozen 
For Good Diction 

A few minutes practice a day with 
this daily dozen of diction will give you 
a clear, crisp speaking voice. 

Exercise is as important to a clear 
speaking voice as it is to a streamlined 
figure. It limbers up stiff jaws and 
wakes up sleepy tongues and lazy lips. 

Try reading or talking aloud in front 
of the mirror. (You can explain to the 
family beforehand. ) 

Your own hearing is probably the 
best “voice mirror” you have. Ask your- 
self freqently, “How do I sound? Is my 
voice really well-groomed?” 

Then try out your spec-h on someone 
whose judgment you value and ask for 
frank criticism. 

You'll be amazed at the constant im- 
provement that comes from constant 
practice. 


Some More 
Easy Exercises 

If your speech is not as clear and 
distinct as it should be, here are some 
simple exercises for your lips, tongue, 
and jaw which will make them flexible 
and more quick and sure to do their 
duties. 

To exercise the lips: (1) Extend 
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them forward in open circular form; 
then let them relax and return to nor- 
mal. Repeat several times. (2) Start- 
ing with lips closed, puff them apart 
with the breath, as for the sound of “p” 
in the word “part,” and repeat this 
rapidly. (3) Repeat, adding the various 
vowel sounds, in order, as “pah,” “pay,” 
etc. (4) Again repeat, substituting the 
“b” sound, as, “bah,” “bay,” etc. 

To exercise the tongue: (1) With 
mouth well open, curve tip of tongue 





upward to touch gums just back of 
front teeth and return to normal. Re- 
peat several times, gradually speeding 
up. (2) Repeat, sounding “lah” each 
time tongue is lowered. (3) Again re- 
peat, successively using the sounds “tah,” 
“nah,” and “dah.” 

To exercise the jaw: (1) Drop the 
jaw, with muscles relaxed, far enough 
to permit inserting the thumb sidewise 
between the teeth. Return to closed po- 
sition, and repeat several times. (2) 
Repeat, sounding the syllable “mah” 
each time the jaw is dropped. (3) Re- 
peat, using the sounds “maw” and 
“moh.” Avoid any forcing down or 
stiffening of the jaw. It should drop 
loosely. 


Practice 
Sentences 

Each of the following sentences has 
a grand mixture of vowels and conson- 





ants. Read them aloud, slowly enough 
to give every sound its proper value 
and to be conscious of your mouth ac- 
tion. They will give all-around exercise 
to your vocal apparatus and at the same 
time some mightly useful ideas to carry 
about with you. 


It’s a good plan to add other practice 
sentences, selected from your reading or 
made up by yourself. And then there 
are always those old tongue-twisters— 
like “Peter Piper picked a peck of pick- 
led peppers” and “She sells sea shells.” 
They are very good exercises for stiff 
or lazy speech organs. 





1. For distinct enunciation, every word, 
every syllable, every sound, must be 
given its proper form and value. 

. Think of the mouth chamber as a 
mold, in which the correct form must 
be given to every sound. 


No 


. Will you please move your lips more 
noticeably? 

4. The teeth should never be kept 

closed in speech. 


Wo 


5. As your voice is the most direct ex- 
pression of your inmost self, you 
should be careful, through it, to do 
yourself full justice. 


6. You may know what you are saying, 
but others will not, unless you make 
it clear to them. 
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7. Through practice, we can learn to 
speak more rapidly, but still with 
perfect distinctness. 

8. Good speech is within the reach of 
everyone, through conscientious prac- 
tice. 

9. The courtesy of face-to-face conver- 
sation, where the smile plays such 
an important part, can be expressed, 
over the telephone, only through the 
tone of voice and a careful choice of 
words. 

Finally, here is a thought which was 
expressed by Alexander Graham Bell, 
the inventor of the telephone and one 
of the great voice teachers. It should 
prove especially valuable for use in prac- 
ticing. 

“Consonants give intelligibility to 
speech, but vowels give beauty of utter- 
ance. Consonants constitute the back- 
bone of spoken language—vowels the 
flesh and blood. You cannot do without 
them.” 

We hope the preceding pages have 
shown you how much good speech hab- 
its mean to you. A clear and pleasant 
voice sounds poised and efficient. And 
it’s just as attractive in social as in busi- 
ness activities. 

Good luck to you in good speaking! 


EXECUTIVE 
SECRETARY 
WANTED 


CPS Preferred. 

Complete supervision of 
policies and operation of of- 
fice details in private prepar- 
atory boarding school in 
Palm Beach, Florida. 

Must be able to take res- 
ponsibility. 

Experience in educational 
institutions desirable. 

Write 
THE SECRETARY, 
Box One 
412 West 10th 
Kansas City 5, Mo. 
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... all you need is a pencil eraser and 


EAGLE-A TYPE-ERASE PAPER 


Yes, at the touch of an ordinary pencil eraser, typing 

errors “wipe” right off the surface of Eagle-A Type-Erase 
paper—leaving no smudge, no scraped look. Thanks to a 
special finish, you can erase a single letter, a word, a whole 
line in seconds. And when you type in the correction, 
you won’t be able to detect your erasure! Ask your stationer 
for Eagle-A Type-Erase in bond and onion skin weights 
—it costs no more than any other good rag content bond 

or onion skin. Available in letter and legal sizes, plain 

or ruled...in packets or the Eagle-A “Hinge-Top” box. 


Secretaries and teachers: for free Type-Erase test 

sheets and Eagle-A’s unique Letter Placement Guide, write 
on your firm or school letterhead to Department S, 
American Writing Paper Corporation, Holyoke, Mass. 


(A FAGLE-A BOXED 
fas! TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 














- 100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 


15% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 
TYPE-ERASE: Bond, Onion Skin—with “‘built-in erasability”’ 
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ACCO HELPS KEEP 


THIS BOX ompty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 
as long as you want them. 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 
your stationer to tell you more! 


ACCO PRODUCTS 


A Division of NATSER Corporation 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Ltd., Toronto 















Amazing Discovery! 


Forty years ago 
they laughed at it. 
Today doctors, attor- 
neys, nurses and busi- 
ness executives use 
grapho analysis. They 
depend on it. Further, 
the opportunities for 
grapho analysts are 
growing all the time. 
There is Ezell Eiland, 
in Texas, who writes “Working only 
part time in the last year | have made 
$1,500.00. | have averaged $20.00 
an hour at times.” In Bay Village, 
Ohio, Eunice Smith reports, “Grapho 
analysis is now a full time job for 
me: teaching, lecturing, writing, con- 
sultation, analyzing for business- 
men.” There are scores of letters on 
my desk right now telling of personal 
problems solved, young people 
helped; spare, full time earnings by 
grapho analysts who simply use what 
they know. Get all the facts, FREE. 
State your age. Trial Lesson, examina- 
tion, 48-page EVIDENCE IN INK, all 
sent without charge or obligation. 
Investigate Now! 
1.G.A.S., Inc., 1009 Wilhoit Building 

Springfield, Missouri, U.S.A. 
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EXECUTIVE TRENDS 


Copyright 1957, Reprinted from the 
August, 1957 issue of NATION’S BUSINESS 


by permission of the editors 


Editor’s Note: This report to business leaders, members of the 
United States Chamber of Commerce, indicates a trend for which NSA 
has been working. We thought you’d be interested to see it. 


How Many Assistants Do You Need? 

That question is being asked more frequently as executives gather to ex- 
change views. Many management authorities have reached the conclusion industry 
is top-heavy with assistants-to-presidents, assistants-to-assistants. One argues that 
much of the administrative work of high-salaried aides could be done by a 
good secretary. 

@ Discussion points up fact that secretaries often are overlooked as helpmates 
to effective executive performance. This raises questions as to what secretaries can 
contribute, how their services can best be employed. 


Secretaries Let Their Hair Down 

NATION’S BUSINESS interviews with some of the country’s top business 
secretaries disclose new trend of thinking on scope and importance of the secre- 
tary’s job. Key conclusion: Executives generally are beginning to take their 
secretaries more seriously, are entrusting them with increasing responsibility; 
selecting them more on the basis of their good judgment than their good looks. 
Fact is, of course, that secretaries in any firm hold a vital position—due to their 
close relationship to work of company officials. 


@ Secretaries were unanimous in saying their most important duty is protecting 
the boss’ time, keeping his mind free of worry about details by disposing of the 
details themselves. Most important, they agree, a secretary should be steadfastly loyal 
to the executive she serves—and to the company. 


Biggest Beef: Boss Doesn't Communicate 

This comes up frequently in talk with secretaries. They say lack of informa- 
tion on boss’s plans, commitments, company programs, etc., is biggest headache 
they face. It confounds their work when boss is away and inquiries must be handled, 
shunted to other departments. Girls seem eager to learn more about company 
organization. Some suggest they be included—to a degree at least—in manage- 
ment training programs since they are, in a sense, members of the management 
team. Most are enthusiastic about continuous training for secretaries—not only 
in secretarial skills, but in programs that will give them broader grasp of issues 
in many fields. 
@ Spearhead of the movement for advanced training of secretaries is the National 
Secretaries Association, whose membership includes 17,000 of the nation’s 150,000- 
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200,000 topflight secretaries. NSA will sponsor a Liberal Arts Institute for Secre- 
taries in Gull Lake, Michigan, next month. 


Why A Shortage of Secretaries? 

Secretaries say both employers and secretarial job seekers must share the 
blame for the continuing pinch in secretarial and stenographic help. One secretary 
says, “Too many executives are looking for well experienced girls aged 18 to 21.” 
Another, placing the blame on the girls themselves, says today’s young women 
lack respect for authority, don’t want to assume the responsibilities which come 
with secretarial work. Feeling is widespread that businessmen should and eventually 
will have to enlist secretarial help from older women returning to work force 
after dropping out to marry and raise children. 

@ Labor Department's Bureau of Employment Security in Washington says latest 
figures from states show shortage of secretaries, stenographers and typists is 
continuing. 

Stenographers and typists are most in demand. 


Some Executives Use Secretaries As Sounding Boards 

This comment crops up frequently. Secretaries say their bosses turn to them 
for clues on what personnel in company hierarchy really think about new programs, 
orders, policies. This tendency is understandable since secretary, as guardian of 
the door to the executive suite, is in position to learn much. Here again girls 
stress importance of protecting secrecy of information to which they are exposed, 
often before it is revealed to other executives in the organization. 
@ Frequent mention is made of temptation to participate im office grapevine or 
rumor mill. Views of girls vary. Most feel they should be tightlipped, stay out 
of office gossip. Pressure is strong, especially when secretaries in one firm get 
together and compare notes. 


Professionalism of Secretaries Will Grow 

That's apparent from clamor of secretaries for additional training, more 
education. Another indication is the Certified Professional Secretary rating, which 
goes to secretaries who pass a rigorous two-day test now administered at fifty-four 
universities. 

Participants are judged on basis of their references and their proficiency in 
tests covering human relations, business law, secretarial accounting, business ad- 
ministration, stenographic skills, other subjects. 

@ Performance of candidates for the CPS rating are judged by Institute for 
Certifying Secretaries, group established by NSA and comprised of businessmen, 
secretaries, educators. First CPS test was given in 1951. 


How to Improve Your Secretary's Efficiency 

The secretaries themselves offer some suggestions—drawing from their com- 
bined, cumulative experience of many years. First, there’s that point about telling 
your secretary as much as you can, as far ahead as you can. This helps her better 
to understand your policies. It also will insure that she gives outsiders the kind of 
answers you want her to give. On the procedural side, it produces smoother 
results in such things as making hotel reservations, travel arrangements, etc. It’s 
also recommended that you have your secretary groom an understudy, someone 
who can step in when she’s absent because of illness or for other reasons. 
© Secretaries feel attitude of executives is vital in determining ultimate value of a 
secretary. If you regard a girl as a temporary employee who is only marking time 
before marriage or another job you will most likely get low-quality work, low 
interest on her part. But treat her as a mature person, give her responsibility and 
she'll prove to be one of your most useful and trustworthy aides. 
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DIXON THINEX 


COLOR PENCILS 


your Write-Hand Assistant 
with top degree efficiency 


All hands agree, 
Dixon Thinex Color 
Pencils make a 
point of clean cut, 
clear visibility. 


They write right... 
Sharpen sharp .. ; 
Last long. 

For economy, effi- 
ciency and colorful 
variety, keep an 
ample supply of 
Thinex on hand! 


DIXON THINEX 


in 38 COLORFUL 
COLORS for fast, 
accurate checking, 
charting, graphing. 


At better office supply 
ond stationery stores 





At Jensen-Salsbery Laboratories, their 
STENOGRAPHIC INTRA-OFFICE GUIDE 


Eases Teaching Burden 


Many secretaries find themselves in 
the position of “walking procedures 
manuals” for their companies. They 
always are called upon to break in the 
new girls and familiarize them with 
company policies and procedures. Liter- 
ally, they spend hours of time telling 
them where to find things, how to do 
things, and describing numerous details. 
They do all this from mental notes 
carried in their heads. 


This is the story of one company’s 
effort to improve such a situation. Per- 
haps their solution might apply to your 
firm. 


Jensen-Salsbery is a medium-sized 
plant employing 300 people, with 17 
branches scattered throughout the 
United States. They are a prominent 
pharmaceutical biological manufacturer, 
the oldest manufacturer of veterinary 
drugs in the United States. In addition, 
they are a subsidiary of Vick Chemical 
Company, which also owns many other 
medium-sized companies, and corre- 
spondence goes regularly from their 
headquarters to these other Vick sub- 
sidiaries. 


John S. Modlin, director of person- 
nel, knew many of their girls owned 
and used secretaries’ handbooks of vari- 
ous kinds, which were helpful to them 
in determining the finer points of cor- 
respondence, office etiquette, and office 
procedures. But he also knew there was 
no official source of information about 
what was correct at Jensen-Salsbery, ex- 
cept the oldtime employees who func- 
tioned as walking procedures manuals. 


Pondering the problem of how to find 
the best method of informing new of- 
fice personnel about Jen-Sal services 
and facilities, Mr. Modlin conferred 
with the secretaries, who came up with 
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the idea for a booklet which could be 
used as the authority for longtime em- 
ployees and newcomers alike. 


In June of this year, they published 
a “stenographic intra-office guide” for 
the approximately 40 girls who work for 
them in clerical, stenographic and sec- 
retarial capacities. 


The expressed purpose of this book- 
let was to provide an overall picture of 
Jen-Sal office methods and procedures. 
As Mr. Modlin says, they used the rifle 
approach, rather than the shotgun tech- 
nique. They wanted a ready reference 
to which all girls could refer when they 
had questions about how things were to 
be done. And they were talking spe- 
cifically about Jen-Sal, not about office 
procedures in general. 


Once it was decided to publish such 
a book, a rough draft was drawn up, 
using the Vick handbook for employees 
as a guide. Ten secretaries went over 
the drafts, suggesting additions or de- 
letions, and offering their comments. 


A loose leaf cover was chosen, to 
facilitate revisions as required. Respon- 
sibility for keeping the information up 
to date has been given to the president’s 
secretary. 


Chapter by chapter, the guide enu- 
merates the basic information required 
to perform successfully in that office. 
In its pages can be found the names of 
all company officers, addresses of Vick 
and its subsidiaries, as well as of all Jen- 
Sal branches, agents and salesmen. 


It lists the correct procedure for se- 
curing reservations, transferring tele- 
phone calls, sending of telegrams, filling 
out forms and filing. 


In addition, it gives samples of the 
various letter and memo forms that are 





acceptable. Office services, such as mail 
pickup and delivery, equipment repair, 
stock room, cashier, bulletin boards, and 
notary public are all clearly explained 
in the booklet. 


Gone are the days when the experi- 
enced secretaries spent their time 
answering newcomers’ questions. Now 
each girl can concentrate on her own 
particular job, letting the newcomer 
pore over her manual, rather than asking 
another girl. 


But that’s not the only advantage, Mr. 
Modlin says. Several of their executives 
have asked for copies of the booklet, 
indicating they are glad to have a cen- 
tral source of information. 


Other personnel managers have 
heard about the guide and asked for 
copies. 


“We are very pleased with the re- 
sults obtained from this ‘stenographic 
intra-office guide, and we think other 
offices might find such a book useful,” 
stated Mr. Modlin. 


Even if your personnel manager re- 
jects the idea of a company booklet, you 
could make up one for your own use, 
assembling samples of correspondence 
and setting down briefly the sources of 
information and procedures to be fol- 
lowed in handling routine business in 
your office. 


Thus, you could lighten the burden 
of breaking in a new co-worker. 


If you are being promoted to another 
position within your company, or if you 
are resigning from your job, or taking 
a vacation, a similar guide could be 
prepared for your successor, which 
would be a reference for many details 
in your absence. 
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There’s a dream-team, now: you and the Olivetti 
Lexikon Electric, the world’s most eager-to-please 
typewriter. At a flick of your skillful finger it turns 
out typescript so neat, clean and crisp that compli- 
ments pile up the way work used to! (And the auto- 
matic switch shuts off the motor when you forget.) 
The Olivetti Lexikon Standard, with the “‘gentled’’ 
key action and other very special features, and the 
devilishly handsome Olivetti portables (the Lettera 
22 and the Studio 44) may be seen, along with the 
Lexikon Electric, at your local Olivetti dealer. 
Olivetti Corporation of America, 580 Fifth Avenue, 
New York 36, N. Y. 


olivetti 
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Tie 1957 Liberal Arts Institute was the second resi- 
dential program in the liberal arts designed exclusively 
for secretaries. This Institute was under the sole sponsor- 
ship of The National Secretaries Association (Interna- 
tional) in cooperation with Michigan State University 
(MSU), under the direction of Dr. Mary Virginia Moore 
(of MSU), Education Consultant for NSA. Its purpose 
was to provide an opportunity for Certified Professional 
Secretaries to enjoy -the fruits of a liberally educative 
experience especially created to develop within them a 
greater capacity to enjoy learning. 

Only thirty students were accepted. There were no aca- 
demic prerequisites. To be eligible, an applicant had to be a 
CPS, a member of The National Secretaries Association, 
and sponsored by her company. “Students” at the 1957 
Institute were a representative group of CPS members 
from seventeen states and the District of Columbia, and 
from large and small organizations. Employers, believing 
that a two-week residential program in the liberal arts 
would be of benefit to the secretaries and through them to 
their companies and communities, permitted them to attend 
the Institute on company time and paid their salary, trans- 
portation and a minimum fee. Five scholarships from the 
Center for Study of Liberal Education for Adults, co-spon- 
sors of the 1956 Institute, were utilized by secretaries who 
were otherwise eligible but whose organizations were not 
set up to fulfill all eligibility requirements. 

The site was the estate of the late W. K. Kellogg, near 
Battle Creek, now under the administration of MSU, 
located approximately sixty miles from the University 
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ull Lake Institute 


Y 
Margaret Treanor, CPS 
assisted by 
Josephine Bruewer, CPS 
Helen Gaylord, CPS 
Velma Gooch, CPS 
campus. The estate consists of thirty-two acres of hilly, 
beautifully landscaped lawn and ten acres of orchard and 
woodland overlooking Gull Lake. The secluded nature of 
the facilities lent itself well to intensive consideration of 
subjects that were covered in the Institute. 

The daily schedule was as follows: 

7:30- 8:15 Breakfast 

8:30-10:00 Class: Dr. Moffett, EXPLORATIONS IN 
MEANING IN LITERATURE 

10:00 Coffee Break 

10:30-12:00 Class: Dr. Cumberland, EXPLORA- 
TIONS IN MEANING IN MODERN 
IDEOLOGIES 

12:15 Lunch 

1:30- 3:00 Class: Dr. Love, EXPLORATIONS IN 
MEANING IN ART 

3:00- 5:30 Recreation, Relaxation, Browsing Time 

5:30 Dinner 

7:30 Evening Program 

The daily coffee breaks and meal sessions were spent 
in a buzz of conversation, usually about the points brought 
up in class. The delicious, home cooked food was ap- 
petizingly served and it was facetiously “guesstimated” 
that after the first week the total weight increase was 
150 pounds. Coffee and cookies available at all hours 
presented an additional hazard. 

The surprising part of this daily program of regular 
class instruction and special evening programs was the 
intermeshing of ideas from all those conducting the classes. 

To broaden the scope of the Institute from the more 
concentrated studies of literature, ideologies, and art, the 
evening classes were varied, and the relationship was well 
taken care of in the thoughtful planning of the program. 

One of the first evenings the students and faculty joined 
together for an off-the-scene “get acquainted” dinner at a 
beautiful inn overlooking Gull Lake. 

Optional educational trips were available daily through 
the adjoining Planted Forest and Bird Sanctuary, both re- 
search projects of MSU. 

The liberal education was further pursued in a trip via 

Continued on page 18 
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The complete student body poses for a picture on 
the front steps of Kellogg Manor House with mem- 
bers of the faculty. They are: Front row: Dr. Charles 
C. Cumberland, Dr. Wallace B. Moffett, Dr. Mary Vir- 
ginia Moore and Dr. Paul Love. Second row, Esther 
Schoessow, Milwaukee County Institutions & Depart- 
ments, Milwaukee, Wisconsin; Mary H. Lambert, 
Webb Publishing Company, St. Paul, Minnesota; Mrs. 
Sarah K. Bielic, Olin Mathieson Chemical Corpora- 
tion, Niagara Falls, New York; Mrs. Ethelyn N. 
Essler, District Director of Internal Revenue, St. Paul, 
Minnesota; C. Margaret Wood, David Shermer, At- 
torney at Law, Youngstown, Ohio; Helen Gaylord, 
Firestone Tire & Rubber Company, Akron, Ohio; 
Marian H. Ryan, State of Minnesota Public Examiner, 
St. Paul, Minnesota; Josephine Bruewer, American 
Laundry Machinery Company, Cincinnati, Ohio; Mrs. 
Evelyn M. Keseg, Peoples Broadcasting Corporation, 
Columbus, Ohio. Third row, Mrs. Lillian M. Wood, 
Fluor Corporation, Ltd., Los Angeles, California; Eliz- 
abeth L. Bray, Somerville Construction Company, Forty 
Fort, Pennsylvania; Mrs. Ada B. Thomas, University 
of South Carolina, Columbia, South Carolina; Mrs. 
Daisie S. Atkins, Pitman-Moore Company, Indianap- 
olis, Indiana; Mrs. Lola M. Lyons, Hugh Gibbs, A.LA., 
Long Beach, California; Mrs. Arlene L. Omodt, Inter- 
national Business Machines Corporation, Minneapolis, 
Minnesota; Beulah I. Miksch, Haw Hardware Com- 


pany, Ottumwa, Iowa; Julia E. Meyer, Frank Paxton Ma -- 


Lumber Company, Kansas City, Missouri; Mrs. Vir- 
ginia A. Townsend, Electric Power Board of Chat- 
tanooga, Chattanooga, Tennessee. Fourth row, Mrs. 
Frances S. Jones, Giles E. Jones, Public Accountant, 
San Francisco, California; Velma M. Gooch, Head- 


THE SECRETARY—October, 1957 


ome — 





? * 


quarters Air Materiel Command, Wright-Patterson 
Air Force Base, Ohio; Mrs. Betty J. Gundlach, The 
First National Bank, Newark, Ohio; Marian D. Wat- 
son, Connecticut Mutual Life Insurance Company, 
Hartford, Connecticut; Mrs. Pauline H. Peters, Pollock 
Paper Corporation, Dallas, Texas; Mary A. Snyder, 
Bullitt, Dawson & Tarrant, Attorneys, Louisville, Ken- 
tucky. Fifth row: Joy Frances Johnson, Brown & Bige- 
low, St. Paul, Minnesota; Mrs. Marianne Dickson, 
Nickey Brothers, Inc., Memphis, Tennessee; Florence 
Stella Spaulding, Boyce Company, Inc., Clearwater, 
Florida; Mrs. Betty D. Spencer, U. S. Department of 
Agriculture, Washington, D. C.; LaVone Carlson, 
Beech Aircraft Corporation, Wichita, Kansas; Mar- 
garet Treanor, Michigan Department of Agriculture, 
Lansing, Michigan. 


A classroom scene. 











Helen Jepson is shown illustrating her discussion of 
Metropolitan Opera costumes from her famous col- 


lection. 


chartered bus to the famous Henry Ford Museum and 
Greenfield Village, where American history comes to life. 
Greenfield Village vividly portrays our American heritage 
with its nearly 100 buildings occupying an area of 200 
acres and includes craft shops where craftsmen ply their 
trades of milling, glassblowing, silk making, tintyping, 
printing, weaving, pottery making, and blacksmithing. It 
represents historically significant developments in Ameri- 
can science, agriculture, industry, music, and statesmanship. 
The museum contains a fine arts gallery with compre- 
hensive collections of early American decorative arts. 

It was a fortunate coincidence that this was the day on 
which the Annual Old Car Festival was held as a part 
of the Museum's educational program. It was allied to their 
permanent collections and further helped to stimulate 
interest in Institute studies. 

Student interest promoted a tour of the Michigan State 
University campus in East Lansing, highlighted by a re- 
ception at the home of Dr. Moore and a luncheon at the 
Kellogg Center for Continuing Education. Even on a free 
day, study continued with a visit to a private home de- 
signed by Frank Lloyd Wright, architecture of which was 
explained right on the scene by Dr. Love. 

Student interest also promoted a “free time” tour of the 
facilities and operations of the National Headquarters of 
the Federal Civil Defense Administration in Battle Creek. 

A meeting with Helen Jepson and an introduction to 
the fabulous backstage world of the opera, was one of the 
program’s highlights. Many of the magnificent costumes 
from Miss Jepson’s famous collection were used to illus- 
trate her discussions of voice training, drama study, opera, 
career life and stories from various operas. She was ex- 
tremely gracious in answering the multitude of questions 
regarding her climb to the top of fame’s glittering ladder 
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Dr. Gomer L. Jones at the piano in an informal ses- 
sion over coffee with Betty Spencer (seated), Virginia 
Townsend, Lola Lyons and Betty Gundlach, 


and exciting world of stardom in the Metropolitan Opera, 
and as a star of stage, radio, television, and concert. 


The Institute's theme, “Explorations in Meaning,” was 
developed within the program’s three major subject cate- 
gories: Explorations in Meaning in Literature, in Modern 
Ideologies, and in Art. An outstanding core faculty, re- 
cruited from Michigan State University, included Dr. Wal- 
lace Moffett, Acting Head of the University’s Department 
of English; Dr. Charles Cumberland, Associate Professor 
of History, Sociology, and Anthropology; and Dr. Paul 
Love, Associate Professor in the Department of Art. 


Explorations in Meaning in Literature 


The literature unit approach to the Institute theme was 
aimed at showing the relationship of good reading to the 
other fine arts. Where art might present the world scene 
and music the world listened to, literature covered the 
world talked about. The presentation of one aspect of this 
community of the arts included rather careful reading by 
Dr. Moffett of a variety of poems, and together participants 
examined matters of form, idea, and quality. The hope was 
that such a cooperative experience might provide a better 
basis for understanding and discrimination in future read- 
ing. For variety, a browsing room was available—and used 
—stocked with long narrative poems, criticisms, and lit- 
erary history. This free reading provided a range of material 
for general discussions, both informally and in class sessions. 


Explorations in Meaning in Modern Ideologies 


Starting from the assumption that all important Modern 
(i.e. 20th century) Ideologies contain elements which are 
attractive to certain groups, the course dealt primarily with 
the theoretical bases of the major ideologies; these included 
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Democracy, Communism, Nazism, Fascism, and Falangism. 


Mentioned also, but not emphasized, were Justicialism or 


Peronism, Sinarquism, Socialism, and various minor groups 
which may or may not be defined as true ideologies. 


The five ideologies which served as a focal point were 
analyzed in terms of historical development, theoretical 
structure, and logical development. Those things which can 
and cannot be done within the theoretical structure of each 
ideology were discussed, and occasionally reference was 
made to the process in action as illustrative of the strengths 
or weaknesses inherent in the systems. The primary em- 
phasis was at all times on the application of the basic 
philosophies rather than on the social and political system 
which developed in the names of those systems. 


Finally, the meaning, intents, and practices of the ideolo- 
gies were projected against the American scene. Here, ‘in 
succinct form, the elements of these ideologies which are 
currently preached or practiced in the United States were 
examined. 


Explorations in Meaning in Art 


The main purpose of the lectures on art was to acquaint 
the group with the various schools of modern art. Inasmuch 
as it seemed better to lead gently rather than to plunge 
in head first, a certain amount of background material was 


Books and magazines were available in the library 
for study sessions and examination of art prints. Tak- 
ing advantage of the opportunity are: Left to right, 
Betty Spencer, Pauline Peters, Marian Watson, Vir- 
ginia Townsend, Velma Gooch, Marianne Dickson, 
and Beulah Miksch. 


used in the introductory lectures: (1) to focus attention 
on the importance of the formal aspects of painting by a 
contrast between the neo-classic and the romantic periods 
of the early 19th century to illustrate the intellectual and 
the emotional approaches to art and to call attention to 
their recurrence; and, (2) to explore the works of a few 
of the representational artists of the later 19th century. 
Following this, Impressionism and the reaction to Impres- 
sionism were examined. Through Cezanne, Van Gogh, and 
Gauguin, paths into the 20th century were opened up, 
and the changes created by them were followed to their 
conclusion. The emphasis in the lectures was upon painting, 
but identical movements in architecture and sculpture were 
also touched upon. Dr. Love’s acquaintance with most of 
the great choreographers during the beginnings of modern 
dance in America also gave him an excellent background 
for his brief discussions on ballet and modern dance. 


Evening Sessions 


Evening sessions were full and complete, too. The of- 
ficial welcome from MSU was given by Dr. Lowell R. 
Eklund, Assistant Director of Continuing Education, fol- 
lowed by a welcome for NSA by Margaret Treanor, for- 
merly Association Secretary and Coordinator of the Insti- 
tute for NSA; and by Dr. Mary Virginia Moore, Institute 
Director and NSA Education Consultant. 


Shown in an informal session on the front porch, 
which was used for meals, coffee and relaxation, are, 
left to right from the back: Lola Lyons, Esther Schoes- 
sow, Marian Ryan, Mary Lambert, Arlene Omodt, 
Evelyn Keseg, LaVone Carlson, Betty Gundlach and 
Helen Gaylor (with camera). 
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At the registration and service desk in the vestibule 
are Margaret Treanor, NSA Coordinator, and Dr. Mary 
Virginia Moore, Education Consultant. 


“An Evening in Mexico” was covered completely 
through colored slides and comments by the three staff 


members and their wives. 


Dr. Thomas H. Hamilton, Vice President for Academic 
Affairs of MSU, addressed the students on the importance 
of a liberal education, and complimented The National 
Secretaries Association (International) for its initiative and 
leadership in sponsoring such an Institute of Liberal Arts. 


Dr. Paul Honigsheim, Professor Emeritus in the De- 
partment of Sociology and Anthropology at MSU, and the 
first person in the United States to teach the Sociology of 
Music, traced the history of music in his discussion of “The 
Sociology of Music in Economics, Politics, and Religion” 
with tape recorded illustrations of church music, various 
types of tribal chants and the famous martial music of the 


political regimes. 


Three evening sessions were spent with Dr. Albert I 
Rabin, Director of the Psychological Clinic at MSU, under 
the title of “Modern Man Views Himself.” The psycho- 
logical and emotional structure of humans was thoroughly 
perused in an investigation of consciousness and behavior. 
The traits, feelings, actions, and attributes, collectively, of 
the male and female were informatively outlined by the 
instructor and pursued in general discussion. 


Three other evening sessions were led by Dr. Gomer L. 
Jones, Professor of Music at MSU. He is a composer whose 
works have been performed by various orchestras and 
choral groups throughout the world, which gave him an 
excellent background for his “Keyboard Conversations.” 
The lectures and performances on the piano outlined the 
process of music composition, with an explanation of the 
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variance in the works of such famous composers as 
Beethoven, Bach, Mozart, and many others. The emphasis 
was upon thorough listening so as to properly appreciate 


music. 


At a “commencement ceremony” following the final 
class session on Saturday, September 14, certificates in rec- 
ognition of participation in the Liberal Arts Institute for 
Secretaries, were presented to each student by Dr. Moore. 
The Institute concluded with a party for students and fac- 
ulty on Saturday evening, and the secretaries returned to 
their homes in California, Indiana, New York, Pennsyl- 
vania, Ohio, Kansas, Tennessee, Minnesota, Missouri, Iowa, 
Texas, Wisconsin, Kentucky, Florida, South Carolina, Con- 
necticut, the District of Columbia, and Michigan. 


All were unanimous in expressing their feeling that the 
institute was one of the most intellectually stimulating ex- 
periences they had ever had. Of prime importance was the 
residential aspect and beautiful setting. These, coupled 
with the program, made for the wonderful success of the 
1957 Institute. The faculty and students were unusual not 
only for their calibre and intelligence, but also for. their 
“esprit de corps.” In all respects, the success of the 1957 
Liberal Arts Institute for Secretaries exceeded everyone's 
highest expectations. 


Reading and relaxing in the living room are, left to 
right: Stella Spaulding, Ada Thomas, and Lillian 
Wood. 
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Is Today’s Secretary 
Meeting the Challenge? 


By 


Mary Eloise Campbell 


President, Arizona-New Mexico Division 
(Southwestern District) 


‘lhe Arizona-New Mexico Division, 
meeting in Santa Fe, New Mexico, last 
May, held a panel discussion entitled 
“Is Today’s Secretary Meeting the 
Challenge.” Mrs. Elizabeth Gambill of 
Albuquerque was moderator and mem- 
bers of the panel were: Lucille Samp- 
son, Assistant Professor of Business Ad- 
ministration at Highlands University, 
Las Vegas, New Mexico, who, incident- 
ally, was awarded the first CPS certifi- 
cate in New Mexico; T. G. Peters, As- 
sistant Director of the New Mexico 
Development Commission; William P. 
Pound, Sales Representative of the 
IBM Electric Typewriter Division, 
Sante Fe; and Barbara MHolzwarth, 
President of San Xavier Chapter, Tuc- 
son, Arizona. 

The discussion centered around sev- 
eral questions about whether or not 
today’s secretary is meeting the chal- 
lenge. First, is she meeting the challenge 
in her attitudes toward her work? Sec- 
ond, is she meeting the challenge of im- 
provement of techniques in her work? 
Third, is she meeting the challenge of 
education and self-improvement for her 
work? Fourth, is she meeting the chal- 
lenge of NSA membership in transfer- 
ring what she gains from the organiza- 
tion to her work, and, in this connection, 
is NSA meeting the challenge of sec- 
retaries in our communities? 

In considering a secretary’s attitude 
toward her work, the questions arose as 
to her most important quality which 
contributes to her employer's success, 
and on the other side what is the 
most detrimental trait she can have. It 
was decided that loyalty to the organi- 
zation for which she works is probably 
the most important asset a secretary can 
have and that discussing the firm’s or 
employer's business outside the office 
was the trait the panel members felt 
was most detrimental to a secretary. 
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Long coffee breaks and the habit of 
always being a few minutes late were 
also mentioned as grievances of em- 
ployers. 

It was the final opinion of the panel 
members that employers do appreciate 
their secretaries and know that it is 
their fine attitudes which bring about 
the operation of an efficient, smooth 
running office. Executives are begin- 
ning to take their secretaries more seri- 
ously and secretaries are more and more 
being selected for their ability to use 
good judgment and for their general 
good attitudes. Secretaries are indeed 
meeting the challenge in their attitudes 
toward their work. 

In the discussion centering around the 
question as to whether the secretary is 
meeting the challenge of improvement 
of techniques in her work, it was pointed 
out that usually employers become in- 
terested in new machines and equip- 
ment because their secretaries have be- 
come familiar with these advancements 
in office technique and brought them 
to the attention of their employers. The 
gentleman on the panel representing a 
business machines firm, stated that 
ninety times out of a hundred it was 
the secretary who wanted a new machine 
and somehow sold the idea to the em- 
ployer. Secretaries are meeting the chal- 
lenge of improvement of techniques in 
their work, especially NSA members 
who keep abreast of new improvements 
in their field by reading their organiza- 
tion magazine and attending meetings 
where new ideas for better procedures 
are discussed. 

Meeting the challenge of education 
and self-improvement for her work was, 
according to the panel, the secretary’s 
greatest opportunity. A secretary can 
keep alert by studying the trends of the 
times, keep improving her mind and her 
skills by reading and watching and 


listening. Doors of opportunity are al- 
ways open to the secretary who improves 
herself. “Take only a few minutes each 
day and learn something new; either 
about your work or in some unrelated 
field, and you will be surprised how 
you grow”, was the suggestion of one 
panel member. It was the consensus of 
the panel that today’s secretaries are 
meeting the challenge of education and 
self-improvement, as indicated especially 
in their NSA activities. 


The fourth question as to whether 
the secretary is meeting the challenge 
of NSA membership tied in with all 
the other points of the challenge. Secre- 
taries who become members of NSA and 
take its Code of Ethics as part of their 
code of living, have the right attitudes 
toward their work. Surely if a secretary 
lends grace, charm and sobriety to all 
her dealings, maintains poise and dig- 
nity under all circumstances, exemplifies 
loyalty and conscientiousness, exercises 
patience and leads a clean wholesome 
life, she cannot help developing the 
right attitudes toward her work. 


The greatest challenge which NSA 
will help a secretary meet is education 
and self-improvement for her work. The 
CPS program is definitely built to meet 
this training for advancement. The 
forums, panel discussions and seminars 
which are held by chapters, divisions 
and regions, all tend to increase knowl- 
edge and skill for work. The new project 
of a Liberal Arts Institute for Secre- 
taries which was held in September in 
Michigan is the newest program which 
NSA has developed to help secretaries 
grow through education. So, in a fine 
way, secretaries are meeting the chal- 
lenge of NSA membership in trans- 
ferring to their work what they gain 
from this organization. 


Finally, is NSA meeting the chal- 
lenge of secretaries in our communities? 
Those of us who are members and who 
have gained not only through added 
knowledge and skills, but also through 
the fine fellowship at local, division, 
regional and Association gatherings, 
know that NSA is a valuable asset to a 
secretary and we as today’s secretaries, 
meet the challenge. 


Page 21 





WELCOME TO OUR 
NEW CHAPTERS 


ABILENE, TEXAS 
(Abilene Chapter ) 


President, Mrs. Betty Scott 
2409 Hunt Street 
Abilene, Texas 


Vice President, Mrs. Charlie Mae 
Stewart 

1130 North 13th Street 

Abilene, Texas 


Recording Secretary, Virginia Delano 
3233 South 5th Street 
Abilene, Texas 


Corresponding Secretary, 

Mrs. Mildred Smith 
758 Glenhaven Avenue 
Abilene Texas 


Treasurer, Mrs. Glendora Swartz 
1309 Lasalle Street 
Abilene, Texas 


QUINCY, ILLINOIS 
(Quinsippi Chapter ) 


President 

Ruth Hoener 

830 South 14th Street 
Quincy, Illinois 


Vice-President 
Mrs. Charldyne Bangert 
1441 North 22nd Street 
Quincy, Illinois 


Secretary 

Mrs. Jo Ann Bowe 
1001 Adams 
Quincy, Illinois 


Treasurer 

Jaunita Wessel 
1600 Broadway 
Quincy, Illinois 


Correction: Fargo, North Dakota, 
chapter previously reported as Rose Bud 
Chapter is the Red River Chapter. 
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HERE ARE YOUR 


NORTHEASTERN DISTRICT 


GREAT LAKES DISTRICT 





Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


A charter member of the Cincinnati 
Chapter (Ohio), Roberta Iredale has 
been an NSA member since 1947. 


She served as secretary of her chap- 
ter in 1951, vice president in 1952 and 
president in 1953. In 1955, the chapter 
bulletin, GIRL FRIDAY NOTES, 
which she edited, won a first place 
award at the Association convention in 
Chattanooga, Tennessee. 


Roberta was chosen “Secretary of the 
Year” by her chapter in 1956. 

She has served on various division 
and regional meeting committees, and 
has attended division and regional meet- 
ings and Association conventions. 

Her regular job is executive secretary 
to E. E. Druley, vice president of per- 
sonnel and public relations, The Cin- 
cinnati and Suburban Bell Telephone 
Company. 

She is active in the work of the First 
United Congregational Church, and the 
Cincinnati Business and Professional 
Women’s Club, where she serves as pub- 
lic relations chairman. 

Roberta was educated at Withrow 
High School, University of Cincinnati 
Evening College and attended the chap- 
ter sponsored educational classes. 

When not participating in civic and 
chapter activities, her main hobbies are 
golf, swimming, reading and three 
nieces and eleven nephews. 





Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. |., New York 


No stranger to regular readers of 
THE SECRETARY, Mrs. Alicia Cogan 
is beginning her second year as NE dis- 
trict reporter. 

Widowed for sixteen years, she lives 
with her two cats in an apartment over- 
looking Prospect Park in Brooklyn. Her 
current interest in Cuba has led her to 
studying Spanish at St. John’s Uni- 
versity. 

Educated at St. John’s School in 
Mountain Lakes, New Jersey; Goucher 
College, Baltimore, Maryland; and Pack- 
ard Secretarial School in New York 
City, Alicia has been working fifteen 
years as secretary to Edgar J. Butten- 
heim, president of American City Mag- 
azine and other trade papers. 

She joined the New York City Chap- 
ter of NSA in May, 1949. From 1950 
to 1955, she served as a member of the 
CPS Institute. 

Her writing talent has been put to 
good use as editor of her chapter’s bul- 
letin, THE MANHATTER, and as edi- 
tor of the New York State Division 
Bulletin for two years. 

In 1954 she served as chairman of 
the registration committee for the Asso- 
ciation convention. 

Alicia had four children, Peggy, 
Joseph, Kathleen (now Sr. Mary 
Brigid), and Thomas (deceased). She 
says she loves to cook and keep house 
and does plenty of both. 
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NEW DISTRICT REPORTERS 


NORTHWESTERN DISTRICT 





Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


Born in Houston, Texas, Winifred 
Hillyer lived there until her marriage 
to Henry H. Hillyer on July 18, 1929. 
They traveled for several years through- 
out the middlewest, and settled in Den- 
ver, Colorado, in 1936. 


This past June she started her six- 
teenth year with the United States 
Bureau of Public Roads. Her present 
position is that of secretary to the Colo- 
rado Division Engineer. 


A past Colorado Division president 
and vice president, she has served as 
president and vice president of the Den- 
ver Chapter. 


A CPS since 1956, she says perhaps 
the greater portion of her spare time is 
devoted to NSA activities than to any 
other of her interests. However, she has 
served as secretary to the General Board 
of Highland Christian Church, and now 
serves as a board member. 


She is an advisory member of the In- 
ternational Christian Women’s Fellow- 
ship Commission and in this capacity 
represents the Disciples of Christ busi- 
ness women in Colorado. 

Her husband is tremendously inter- 
ested in fishing and hunting, and like 
devoted wives the world over, she spends 
a great deal of time sharing these pur- 


suits with him. 
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SOUTHEASTERN DISTRICT 





Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 


Born in Willis, Virginia, the oldest 
of five daughters, Margie Keith worked 
her way through Hiwassee Junior Col- 
lege at Madisonville, Tennessee. 


Nashville was the first stop on her 
planned “work my way around the 
world” scheme. But she liked it so well 
that it has become home base instead 
of starting place. 


She has been secretary for both the 
vice president and the treasurer of the 
Tennessee Products & Chemical Cor- 
poration for the past six years. 


However, she still has “gravel in her 
shoes,” and has traveled in twenty-six 
of the forty-eight states, Cuba, Mexico, 
British Columbia and Catalina. 


Margie joined NSA in 1953, as a 
charter member and served as first pres- 
ident of Nashville Chapter. She also 
served a two-year term as president of 
the Tennessee Division. 


She earned her CPS certificate in 
1954. 


An interest in continual education in- 
herited from her schoolteacher mother 
has led her to take night classes at 
Watkins Institute almost every term 
since she has been in Nashville. 


She loves reading, music, sports, pho- 
tography, and interior decoration. In 
June she learned to drive and bought 
a Car. 


SOUTHWESTERN DISTRICT 





Mrs. Susie Marie Wilson 
City Clerk’s Office 
Ada, Oklahoma 


An NSA member since 1948, Mrs. 
Susie Wilson has held all local chapter 
offices and is the immediate past presi- 
dent of the Oklahoma Division. 


A music major with a journalism 
minor, she has worked as a grade school 
music teacher, on a newspaper and in 
advertising. For the past thirty years she 
has been employed by federal, county 
and municipal branches of government. 
Right now, she’s assistant city clerk- 
treasurer of the city of Ada, Oklahoma. 

Beta Sigma Phi sorority selected her 
as its Girl of the Year for 1955. 


Susie is active in other organizations, 
such as the Methodist church, where she 
has served as organist and Sunday School 
teacher, Order of the Eastern Star and 
American Legion Auxiliary. 


When the Pontotoc Chapter (Ada, 
Oklahoma) of NSA organized the 
Pontotoc County Mental Health Chap- 
ter, they named Susie president. 


Not content with all this bustling 
about, Susie confesses to an interest in 
all phases of ceramics, coin collecting 
and knitting. 


Her confessed hope is that she can 
remain in her present job, which she 
loves, until she’s ready for the NSA 
Home, seven years from now. 
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S.. that capable looking young 
woman at the typewriter? She’s my 
secretary. 

See that brisk young woman in the 
paint-splattered coveralls? The one 
painting that wall? She’s my secretary. 

See the cheerful young woman on her 
knees by that ancient battered sofa, us- 
ing hammer and nails to make it all 
one piece again? She’s my secretary. 

See that well-groomed young woman 
hustling out to the airport to meet a 
distinguished Chicago advertising man? 
She’s my secretary. 

See that agreeable young woman hold- 
ing a new fountain pen in her hand 
and rotating it again and again and 
again before a movie camera? She’s my 
secretary. 

It isn't that an executive in the movie 
and TV business has so many different 
secretaries; it’s just that his one secre- 
tary has to be so many different people. 

All of us, I think, like to say, “You 
may have had experience in lots of dif- 
ferent things, but my business is dif- 
ferent.” 

Well, my business is different. 

The basic elements of all business are 
present, of course. My secretary must 
be good at all her standard skills: short- 
hand, transcribing from recorder, typ- 
ing, keeping track of all the odds and 
ends, and helping to master-mind the 
whole works. 

But beyond that lies an entire new 
world. It’s an unpredictable world, and 
therefore it places great stress upon 
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THE MOVIE SECRETARY 





Reese Wade 
Asst. Vice Pres. 


United Film Service, Inc. 


adaptability. My secretary may come to 
work tomorrow morning expecting to 
go ahead with the correspondence, the 
filing, the routine handling of accumu- 
lated business. 


At 9:05 the telephone may bring a 
call from New York. “Hey,” a cheery 
voice may say. “This is the lab. We've 
just checked out your footage on Order 
No. 4357 and we find that there is 
an emulsion flaw in Scene 3, 4, 7 and 
Db. 

In a much less cheery voice I will 
ask: “So.....2° 

“So it’s all ruined, pal. You'll have 
to shoot it over.” 


Pictures of dollar bills flying out the 
window will be before my eyes, but I'll 
be asking my secretary to locate the 
model who performed in those scenes— 
all closeups of a fountain pen being 
made to look especially rich and glam- 
orous. 


The cameraman will be alerted, will 
shake his head dismally, and will start 
to make his setup again. My assistant 
will collect the pens, the beautiful rich 
fabrics upon which they are to be 
placed, and will arrange to have the 
desk and chair and all the odds and 
ends of the picture hauled again to the 
studio. 

This is when my secretary announces: 
“That girl is in Heidelberg, Germany, 
this month. Shall I see who I can find 

>” 


But she stops in mid-sentence and 


says, “I know, I know. I’m elected. I'll 
fix myself a manicure and see how 
gracefully I can hold this fountain pen.” 

That afternoon she may be on her 
knees on the stage, slapping a paint 
brush against a bit of molding; or she 
may be drying the tears of an angry 
little tot who has decided NOT to be 
an actor; or she may be setting up the 
ironing board to iron a slip, a shirt, a 
set of curtains or a drape. 


Tomorrow she may come in to find 
that her chore is the collection and as- 
sembly of a multitude of props. We 
may need a costly rug for a scene, or 
an unusual lamp, or the use of some- 
one’s backyard or patio. Her job: get 
‘em. It takes diplomacy, inventiveness, 
courage and a consuming desire to 
overcome obstacles. But the job gets 
done. 


The movie secretary needs a capacious 
memory. Not only the orderly kind 
which can trace a job or a problem back 
along a logical route, but the disorderly 
sort of memory which can put a hint 
and a guess together and come up with 
a missing link. It’s most helpful for her 
to be able to recall, for instance, that 
a year ago we used Model No. 1 of a 
certain electric range in a kitchen with 
cherry-spotted wallpaper and that a girl 
named Shirley, wearing a blue house- 
dress with a frilly apron, was frying 
eggs in a large iron skillet. 

It’s helpful for her to be able to 
receive a frantic query from the field— 
“Can we make TV adapts from job 
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No. 679?”—and to remember WHAT 
job No. 679. was, WHO was in it, 
WHEN it was made, and WHY TV 
adapts were not made at the time. The 
answers can come from the files, of 
course, but that takes a long time and 
the reply is needed now. 


The movie producer's secretary should 
be able to match her boss in retaining 
information about all the jobs that have 
been made, that are being made, and 
that are being planned. She should be 
able to take a fragment of information 
into her memory and come up with 
enough of the whole answer to start 
some wheels rolling. It is mo job for 
the girl who does everything well but 
who has to be told just what to do. 
More pertinent information about most 
production jobs are held in memory 
than can ever be reduced to files. So 
the girl who remembers and integrates 
information has a much easier time 
than the girl who simply remembers. 

It’s a business where the unexpected 
becomes routine. It’s a business where 
typing will be mixed with hostess-like 
conversation to make a New York dig- 
nitary feel at home in a canvas chair 
on a midwest movie set. It’s a business 
where the processes are repeated but 
where the details are never the same. 
It’s a business where adaptability is es- 
sential, where nerves are intolerable, 
where the ability to extract fun from 
very hard work is vital. 


It’s a business with all the satisfac- 
tions of the creative world, all the 
frustrations of the world where every- 
thing is always new, all the challenges 
of the world where the uphill emer- 
gency climb is accepted as an every- 
day level road. 


When I call for “Lights . . . Camera 
. .. Action,” there’s fresh film behind 
the aperture, new “business” on the 
stage, a new concept to be created, a 
whole set of new problems to be met, 
faced and solved. 


I take my hat off to my secretaries: 
past, present and future. 


Without them, I’d not only be in a 
mess—I’d stay in a mess. 
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Santa’s Helpers 


Evelyn Neese 


Reporter, O. Henry Chapter 
Greensboro, North Carolina 


(Southeastern District) 








Dressing dolls for the Empty Stocking Fund are, left to right, Mrs. 


Louise Fritts, CPS, president O. Henry Chapter 1955; Janie Graham, presi- 
dent O. Henry Chapter 1956; Mrs. Martha Rierson; Juanita Ramsey, presi- 
dent O. Henry Chapter 1953-54 and president Carolinas Division 1956-57. 


Maeates of the O. Henry Chapter 
are getting the Christmas spirit well 
in advance of the season again this 
year. Each participant in the pre-holi- 
day project of the Empty Stocking Fund 
is happy in knowing that every under- 
privileged little girl in Greensboro will 
have a doll dressed in an “original” on 
Christmas Day. 

Last year it was found that by pur- 
chasing undressed dolls, Santa could re- 
member more little girls with much 
larger and nicer dolls. Our chapter was 
contacted and we agreed to dress two 
hundred—approximately five dolls per 
member. We raided our scrap bags, put 


nimble fingers to work after office 
hours, and brought forth evening and 
wedding gowns, pajamas, blue jeans— 
even a fur coat—among the beautiful 
outfits. Many included matching panties 
and headdresses. 

A month prior to St. Nick’s visit we 
met, dressed the dolls, lined them in 
tiers to cover one side of a room— 
and you can see the results. 

Santa’s helpers got such a warm feel- 
ing thinking of the happiness of so 
many little girls who otherwise would 
have had a bleak Christmas that we 
eagerly volunteered to start the needles 
flying again this year. 
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THE FOURTH PROFESSION 
— AND YOU 


Excerpts from an Address by 
W. H. LONG 
Executive Vice President 
Hoffman & York, Inc. 
before Milwaukee Chapter (Wisconsin) 


(Great Lakes District) 





W. H. LONG 


An advertising man for more 
than thirty years, Mr. Long has 
been a publications editor, ad- 
vertising manager, and a part of 
management in three advertis- 
ing agencies, The remarks pub- 
lished here are only a portion of 
his entire address. 


Tre fourth profession is the practice 
of advertising and its allied sub- 
professions, marketing and public rela- 
tions. 

Public relations is too often confused 
with what most people call publicity. 
Publicity . . . that is, news material about 
something that appears on editorial 
pages apart from paid advertising .. . 
is only a part, frequently a minor part, 
of the public relations program. 

Virtually every company in business 
today needs good public relations as 
badly as it needs good advertising. You 
don’t need a mishmash of words to de- 
fine it, either . . . it is just what the 
title says it is: relations with the public. 
The “public” with which most com- 
panies are involved consists of many 
different types of people and business 
enterprises: customers, prospects, dealers, 
distributors, jobbers, salesmen, stores, 
local, state and national government. 

These are what we call the external 
publics. The internal publics are: office 
and shop employees, their families, of- 
ficers and directors, stockholders, people 
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and companies who are hired or re- 
tained by your firm for specialized serv- 
ices, ranging from attorneys and man- 
agement consultants to janitorial serv- 
ices. 

Just as marketing activities form the 
factual basis for advertising, so do public 
relations activities take up where adver- 
tising leaves off. Getting publicity ar- 
ticles published about your products and 
your people is just one facet of the 
public relations process. Deeper than 
this is a professional study and analysis 
of the things your company should be 
doing to create a pleasing impression 
with its various publics; in other words, 
the things your company should be 
doing, day in and day out, to put its 
best foot forward with customers, pros- 
pects, labor, employees, and others. 

If you want to do your boss a favor— 
providing, of course, he hasn’t had time 
to study the problem and separate the 
wheat from the chaff—you can gradually 
make him aware that the company’s 
public relations are just as important, 
in some cases more important, than the 
advertising it pays for. Suggest such 
things as these to him: 

1. Did that last new product you 
brought out get recognition with free 
news articles and photographs in the 
local newspapers, the magazines, and 
the trade journals of your industry? 

2. If we don’t have a company maga- 
zine about our activities and sales ac- 
complishments, might it not be a 
good idea to start one and send it 
monthly or every two months to every 
employee’s home? Perhaps even extend 


its scope, and send it out to all major 
customers and prospects using it to 
“sell” these people on what a fine com- 
pany we have? 

3. Might it not be possible to invite 
executives from our larger customers to 
come to Milwaukee this summer, go 
through our plant and offices, see how 
we make our products, meet the men 
and women they correspond with, but 
seldom see, take them out to a Braves 
game at the stadium, and give them a 
good dinner that night, with an out- 
standing Milwaukee speaker on the 
program? 

4. Boss, have you looked at our letter- 
heads and stationery lately? They’re nice, 
and we've had them for a long time— 
but don’t you think it might be time 
to have our advertising agency design 
some new ones, so our correspondence 
makes a favorable impression on every- 
one it reaches—helps convince them our 
company is modern, progressive, and 
wide awake? 

These are just a few things a good 
secretary can, at the propitious moment, 
suggest to her boss or others in the 
office, and they are all connected with 
good public relations. 

You can write for two free little books 
that can give you an insight into the 
fourth profession and its products: (1) 
“Some Questions and Answers About 
Advertising” published by the Advertis- 
ing Federation of America, 250 West 
57th Street, New York 19, New York. 


(2) “Lasting Ideas” published by 
Reader’s Digest, Pleasantville, New 
York. 
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Knit Yourself In Fashion Stitches 


T. a tip from the fashion authorities, and you'll keep 
yourselves in stitches this fall. For knitting has gone 
high fashion and knitting enthusiasts can turn a hobby 
into a chic wardrobe with a flick of the needles. 

As a result of the increased interest in this newest do-it- 
yourself craze, a special National Knit-It-Yourself Week, 
October 12 through 19, has been inaugurated for the first 
time this year. Sponsored by the National Hand Knitting 
Yarn Association, the week is dedicated to all knitters 
and yarn-craft enthusiasts. 

Taking their inspiration straight from national and 
international couture collections are knit-it-yourself cos- 
tumes that range from casual lounge clothes to formal 
after-five fashions. 

Suits and costumes, more important than ever this year, 
are designed for the knit-and-purl brigade in numberless 
variations. Slim skirts, gored skirts and even simulated 
pleated skirts are combined with loosely fitted waistlength 
or hiplength overblouses or with handsome straight-lined 
spectator jackets. To pair off with the suits, there are smart 
sweaters, knit with all the subtle detailing of a fine blouse. 

Fashion minded knitters will find any color of their 
choice this year. All of the newest high-fashion shades 
are represented in yarns of all weight and textures, as 
are the popular basic shades and black and white. 

Knitters can choose the weight of their choice, too, for 
yarns range from baby-fine wool to bulky yarn. Plain, 
tweeded or metallic-shot, there are textures for every 
taste and fashion. 


Knit yourself into fashion’s look of relaxed elegance 
with this suit a la Chanel. Specially designed for knit 
and purl enthusiasts is this handsome three-piece 
ensemble that takes its cue from the easy casual look 
of new fall fashions. The jacket, designed to be worn 
open from collar to hip bone, is knit in an easy-to-do 
stockinette stitch with a rib stitch used for the collar 
and down the front of the jacket. The matching slim 
skirt is also done in the stockinette stitch. To wear be- 
neath the open jacket, knit yourself a simple sweater 
blouse, its collarless neckline featuring a striped border 
effect. The sweater is also knit in a stockinette stitch. 
For the three-piece outfit, a medium weight sport yarn 
is used. In keeping with the chic monochromatic look 
of the season, knit the suit and sweater in dark and 
pale versions of the same color. 

For instructions on how to make this three-piece 
ensemble, write to the National Hand Knitting Yarn 
Association, Room 1806, 15 East 26th Street, New York 
City and enclose a stamped self-addressed envelope. 
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To make it even easier to knit-one, purl-one, many of 
the yarn companies are offering pre-packaged fashions to 
knit. Containing, as a rule, sufficient yarn, in the color 
of one’s choice, to finish a garment, complete instructions 
and novelty trimmings when the garment calls for it, 
the kits permit the knitter to purchase at one time all the 
materials needed. But for those who prefer to buy by the 
piece, all the yarns, needles and trim are available, along 
with suggested styles and instructions, in the Art Needle- 
work Departments of stores throughout the country as 
well as in local yarn shops and chain stores. 
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How Much Do You Know 


About LIFE INSURANCE? 


By 


R. Neil Benedict 


New York Life Insurance Company 





, om is a new terminology being 
used in the life insurance business 
today. More and more, insurance men 
are talking about “living insurance.” 


What do they mean? 


They are referring to the kinds of 
policies designed to provide insurance 
protection in case of death, and at the 
same time insure comfort for the per- 
son who lives to an old age. 


Perhaps you have been wondering 
what life insurance can do for you. For 
the married or single secretary, a life 
insurance policy can provide any or sev- 
eral of these things, depending on the 
type chosen: 


1. Let you retire the way you want 
to travel or own a home. 





to live 


2. Have a cash reserve built up to 
borrow against in time of need. 


3. Take care of your own burial ex- 
penses at the time of death or final 
medical bills, avoiding a burden to your 
family or loved ones. 


4. Carry on any family responsibilities 

you have in case you are not alive to 
do so. 
5. Have money either for your own 
future education or being able to help 
your children, nieces or nephews who 
wouldn’t have the chance otherwise. 


6. Have a final gift for your church 
or charity. 


To get back to “living” insurance, 
with this type of savings you can set 
up your own budget for now and for 
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the future and work out a plan that 
will make the two budgets balance. 


A tailormade plan can be set up for 
your individual needs if you take your 
ideas to a qualified life insurance agent. 


There are a few fundamentals every- 
one should know and understand about 
insurance. One of the big questions is 
the difference between participating 
and non-participating policies. 


The non-participating policy is sold 
by a stock company and the premiums 
for the insurance are based closely on 
just what the insurance would cost the 
company to issue a certain policy at a 
certain age. 

The participating policies are those 
sold by mutual companies. The orig- 
inal premium may be a little more but 
after the first year or two a dividend is 
paid depending on the amount declared 
by the company. This dividend may be 
taken in cash, applied against future 
payments, or left to accumulate with 
interest. Whether you buy a participat- 
ing or non-participating policy is 
strictly a matter of personal preference. 

There are several types of insurance 
plans. Study them carefully and know 
just what you are purchasing. 

Do you need permanent or tempo- 
rary insurance? 

The temporary plans are usually 
bought by those wanting just protection 
for a certain period of time. 

This is called term insurance and is 
strictly insurance protection with no in- 
vestment or savings included. It has 
been purchased for a limited time and 





ceases at the end of the agreed time 
unless renewed at an increased rate be- 
cause of a higher age level. The pre- 
mium rates for term insurance are lower 
because no cash value is being accumu- 
lated, however, it can be a most expen- 
sive type of insurance if not purchased 
wisely with a specific plan in mind. 

Most insurance sold is permanent in- 
surance, for protection and savings. This 
would be the best plan for the unmar- 
ried woman, because she needs to pro- 
tect those who depend on her but also 
provide for her future. The cash values 
accumulated would be the answer to 
both needs. 


The most popular of all the permanent 
insurance sold is the ordinary life policy, 
sometimes called whole life, straight 
life, special or preferred life. This gives 
lifetime protection to the insured with 
premiums payable continuously until 
death. Straight life insurance has the 
lowest premium rate of any permanent 
life insurance policy with these rates 
remaining constant throughout the life 
of the policy. 


Limited pay policies are another form 
of ordinary life insurance. Here the pay- 
ment of premiums is limited to a spe- 
cific period of years—ten, twenty, or 
thirty—or until the insured reaches a 
certain age, such as sixty or sixty-five. 
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Since the premium paying period of 
the limited payment life policy is less 
than the life of the insured, the pre- 
mium rates are higher than those of the 
straight life. In the meantime, however, 
this higher premium provides a higher 
cash value than the amount provided in 
the same amount of ordinary life. 


The single premium life policy is an- 
other variation of the straight life in- 
surance. It requires the payment of the 
entire premium for the policy in one 
lump sum rather than periodically 
throughout the lifetime of the insured. 


Other popular types of insurance for 
career women are endowment policies, 
annuities and retirement income poli- 
cies. The endowment policy places the 
emphasis on savings rather than life 
insurance protection. It enables the in- 
sured to accumulate a specified amount 
of money at a certain age. It also pro- 
vides that if death occurs before that 
age is reached, the face amount of the 
policy is paid to the beneficiary. The 
premiums for this type of policy are 
higher, but with the higher premiums, 
higher cash values are accumulated. 


An annuity is not actually a life in- 
surance policy, the difference being it 
is sold strictly for an investment or 
source of retirement income. In case of 
death of the owner, beneficiaries would 
receive the amount put into the an- 
nuity plus interest accumulated, or the 
cash value, whichever is greater. Some- 
times annuities are purchased by pay- 
ment of a lump sum. Other times, sev- 
eral payments are made, but the amount 
of income provided later is the impor- 
tant end. 


The retirement income policy is a 
combination of annuity and life insur- 
ance. The plan is to give some protec- 
tion to the insured but the importance 
is placed on the amount of income it 
can provide in the future. The pre- 
miums for this plan are higher but the 
plan is ideal for women who need to 
provide for their retirement. 


Besides describing the different types 
of insurance that can be purchased, a 
word or two should be said about riders 
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attached to the policies. For a small 
additional premium one or more riders 
can be attached to any policy such as, 
double indemnity, waiver of premium 
and disability income. 


The double indemnity provision 
means the beneficiary will receive twice 
the face amount of the policy if the 
policyholder is killed by sudden death 
due to external, accidental or violent 
means. 


Waiver of premium means in case 
the insured is totally or permanently 
disabled before a certain specified age, 
the future premiums shall be waived 
for the duration of the disability. This 
waiver does not affect the collection of 
dividends or the accumulation of cash 
value. 


Disability income provides that the 
company agrees to pay a prescribed in- 
come to a permanently or totally dis- 
abled insured. This does not affect the 
accumulation of dividends or the cash 
value. 


Again let me stress a point and ask 
that you take your wants and desires 
for the future to a qualified insurance 
agent with a sound company. He will 
help you work out a plan that will give 
you the present protection and future 
security you can afford. He will explain 
in detail just what you need and already 
have in insurance. Chances are he will 
give you illustrations to refer to from 
time to time so there will be no mis- 
understanding as to just what you have 
purchased or need to buy. 


It is important to determine what 
you want your insurance to do for you. 








HOW TO SIGN STENCILS 


In order to obtain the best re- 
sults in signature work on sten- 
cils, a signature writing plate 
should be used between the sten- 
cil and the backing sheet. You 
can then write directly on the 
stencil with no fear of tearing. 














DIRECTORY CHANGES 


Stamford Chapter 
Stamford, Connecticut 


President, Elizabeth L. Weisheit 
2 Godfrey Place 
Norwalk, Connecticut 


Providence Chapter 
Providence, Rhode Island 


President, Mrs. Olive Higgins 
158 Cross Street 
Providence, Rhode Island 


Steubenville Chapter 
Steubenville, Ohio 


President, Mildred M. Yost 
1616 Ridge Avenue 
Steubenville, Ohio 


Carbondale Chapter 
Carbondale, Illinois 


President, Genevieve Farner 
20114 South University 
Carbondale, Illinois 


Treasurer, Mrs. Valada Smith 
608 North 15th Street 
Murphysboro, Illinois 


Addition: 
Big Springs Chapter 
Big Springs, Texas 


President Dorothea J. B. Kain 
P.O. Box 371 
Big Springs, Texas 


Vice-President Camille Patterson 
710 Runnels 
Big Springs, Texas 


Secretary Lillie B. Curry 
1611 Canary Street 
Big Springs, Texas 


Treasurer Elizabeth Ashbury 
Box 614A 
Forsan, Texas 


Page 29 





MEMBERS 
IN 
THE 
NEWS 





ATTENTION: 
CHAPTER REPORTER 


PLEASE SEND YOUR CHAP- 
TER BULLETIN TO THE 
EDITOR OF THE SECRETARY, 
TO HELP HER KEEP 
ABREAST OF YOUR AC- 
TIVITIES. SEND IT TO: EDI- 
TOR, DODSWORTH PRINT- 
ING COMPANY, 412 WEST 
TENTH, KANSAS CITY 5, 





{Northeastern District) 


Esther Hockey and Evelyn Kowk of Allegheny Valley Chapter (New MISSOURI 
Kensington, Pennsylvania) extend thanks and admiration to Pedro, fund- ALSO SEND A COPY TO 
raiser-in-chief at the chapter’s Fiesta Bridge. Chances on Pedro netted a tidy YOUR DISTRICT REPORTER. 











total for the scholarship fund. 


(Northwestern District) At the left Mrs. Eloise V. Braidwood, member of 
Boulder Chapter (Colorado), accepts first prize for 
Colorado in a nation-wide essay contest on “Why I 
Want My Boss to Have an Executive Furniture Guild 
Office.” 

Her entry, as quoted below, praised Dean Edward 
C. King of the University of Colorado School of Law. 

“As many of his colleagues in this country and 
throughout the world would readily affirm, my boss 
is highly esteemed for his extreme honesty and sin- 
cerity in his personal and professional life. 

“The deanship of a state law school is a position of 
great responsibility which he has filled in an exem- 
plary manner for the past seventeen years. As a part 
of his job he is also active on various University com- 
mittees, and is now president of his county bar associ- 
ation and an executive officer in the American Bar 
Association. 

“Higher standards of education in general, and pro- 
fessional education in particular, have always been his 
aims, as he seeks to raise the educational and ethical 
levels of those in the legal profession. He has written 
two books in furtherance of these aims. 

“The personality of this man has as many facets as 
a well-cut diamond. He is an accomplished artist ; his 
students and other friends find him a formidable op- 
ponent at chess; and he is an avid golfer. Although 
his reading is principally of a serious and technical 
nature, he relishes good detective, mystery and adven- 
ture stories. 

“World citizen, completely unprejudiced, humani- 
tarian, nice guy—that’s my boss.” 
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(Great Lakes District) 


Yo-Mah-O Chapter (Youngstown, 
Ohio) is very proud of its “Key- 
noters.” This singing group, a con- 
tinuing one, has gained an enviable 
reputation. It appears annually in a 
community show made up entirely 
of professional talent with the ex- 
ception of this group. The proceeds 
of the show provide food and other 
necessities to more than 2,000 fam- 
ilies. Here they are shown with their 
director, Lillian Butcher Stambaugh 
and special events director Raymond 
Brenner. 


(Southwestern District) 


Mrs. Betty Loop of Altamont 
Chapter (Tracy, California) has 
been awarded her second Sustained 
Superior Performance Award of 
$200 by the government. Here, Col. 
W. A. Huntsberry, Sharpe General 
Depot Commander, presents the 
award to Mrs. Loop on the right. 
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District and Regional Conferences 
Northwestern District 


Region I 
Time: November 1, 2, 3 
Place: Washington Hotel, Seattle, 
Washington 


Region III 


Time: October 18, 19, 20 
Place: Kirkwood Hotel, Des Moines, 
Iowa 


Southwestern District 
California-Arizona 
Time: October 12, 13 
Place: Statler Hotel, Los Angeles, 
California 


Ark-Kan-Mo-Okla 
Time: November 2, 3 
Place: Town House, Kansas City, 
Kansas 


Texas-Louisiana-New Mexico 
Time: November 9, 10 
Place: Gunter Hotel, San Antonio, 
Texas 


Southeastern District 
Time: October 18, 19, 20 
Place: Hotel Heidelburg, Jackson, 
Mississippi 


Northeastern District 
Time: October 4, 5, 6 
Place: Claridge Hotel, Atlantic City, 
New Jersey 


Great Lakes. District 
Time: October 18, 19, 20 
Place: St. Nicholas Hotel, Spring- 
field, Illinois 
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LPC VERTICAL EYE GUIDE 


The LPC Vertical Eye guide and ma- 
chine tape attachment for Copy Holders 
is a simple device, to ease reading of 
tapes or columns of figures for copying, 
proofreading or comparing. 

The LPC eyeguide comes in two 
identical black metal parts with one 





flat end and one hooked end. In the 
hooked end is a removable small magnet. 


When using as a vertical eyeguide to 
read off figures the hooked end is hung 
over the horizontal eyeguide for in- 
stance on the line finder of the Cop-e- 
Eez Copy Board and Line Finder which 
is marketed also by the Lansdale Prod- 
ucts Corporation of Box 568, Lansdale, 
Pa., USA. The magnet will hold the 
eyeguide during the up and down move- 
ment of the Horizontal guide. For two 
columns to be marked off both vertical 
guides are being used. 

To use as a tapeholder for reading 
of machine tapes the magnet is moved 
over to the flat end of the guide and 
the hook is slipped under the bottom 
paper shelf of the copyholder. The mag- 
net serves both as a spacer and means of 
attachment. The tape is threaded through 
and held by the clips of the Copy Board. 
For the use with wide tapes both guides 
are used, the magnets stay on the hooked 
ends and the two flat parts are made to 
slightly overlap and held together with 
Scotch or similar tape. 

Retail $1.35 plus 6 cents Postage. 
Anywhere USA. 

Additional information from LPC, 
Box 568, Lansdale, Pa. 
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Discerning secretaries everywhere —whether they're typing for 
the company president or Poseidon—want the impression they 
create to be the correct one! That’s why so many of them look 
to Columbia ribbons and carbons for that something extra that 
puts their office correspondence in a class by itself! 

Columbia Ribbon and Carbon Manufacturing Co., Inc., 


Glen Cove, New York. 


«é 
RIBBONS AND CARBONS 


CLASSIC « SILK GAUZE «+ MARATHON +« COMMANDER 
PINNACLE ° RAINBOW ° DH&D ° TITAN 
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The emblem of The National Secretaries Association (International) is 


significant of its aims and purposes. Emblazoned across the face of the 
emblem is the classic lamp of learning, its rays lighting the world; the 
world signifying that the field is unlimited for the secretarial profession; 
and stamped boldly on this emblem are the letters B-L which stands for 


Better Learning, Better Letters and Better Living. 
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